
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORI APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AGENCY USE 1. Agency Address 
Department o f  Admin i s t ra t i ve  Services Appl,cat,o" Date 

- In fo rmat ion  and Computer Services D i v i s i o r  
EDP Review Committee 

Applicatim Number 

FOR RECORDS W A G E M E N T  USE 
Applicatm~ Number 

7 c\ -291-pc 
Date Received -re Completed 

3. Action Requested 
a. 0 Establish Retention Schedule; record will continue to accumulate. I b. 0 Dirwse of wesent accumulation; no further accumulation anticiwted. 

. ~~ I c. 
Amend ApplicationNo. 74-291 ~~~ Checkone: fi Change; h Supercede; 0 Void ~. 

4. Dates of Series I 5.. Records Series Ti t le lfollowed by tide used in office; if different) 
Earliest Latest 
7-1 -67 Present EDP REVIEW COMMITTEE F i l e s  

6. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? 

The E l e c t r o n i c  Data Processing (EDP) Review Corn i t t ee  i s  respons ib le  f o r  p lann ing  and 
coo rd ina t i ng  the  use o f  e l e c t r o n i c  data processing i n  Georgia s t a t e  government. 
Corn i t t ee  reviews and approves t h e  proposals o f  a l l  s t a t e  agencies f o r  acqu i r i ng  data 
processing and computing services,  o r  f o r  c e n t r a l i z i n g  o r  d e c e n t r a l i z i n g  those serv ices.  
The Corn i t t ee  a l s o  reso lves  c o n f l i c t s  between departments r e l a t i n g  t o  data processing 
mat ters .  
serv ices  when these a r e  n o t  s a t i s f a c t o r i l y  reso lved by t h a t  department and t h e  DOAS. 
Corn i t t ee  a l s o  approves t h e  annual p lans f o r  acqu i r i ng  and us ing data process ing equipment, 
w i t h  the  except ion o f  p lans f o r  d e c e n t r a l i z a t i o n  o f  f inanc ia l /personne l  account ing a c t i v i -  
t i e s  o r  systems having mu1 t i -agency access. 
t o  t h e  Governor and proposes l e g i s l a t i o n  r e l a t i v e  t o  i t s  r e s p o n s i b i l i t i e s .  

The 
' 

It reviews i n d i v i d u a l  department's s p e c i f i c  proposals as t o  use o f  the  computer 
The 

The Comnittee submits annual recomnendations 

7. Record Series Description T h i s  file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documntsreiating to: rev iewing  and approving S ta te  agency requests f o r  data processing and 
computing hardware and sof tware,  ~ 

Indudedare: minutes o f  meetings o f  t h e  EUP Review Comnittee and corresponding agenda l i s t i n g  
agescy proposals f o r  cons iderat ion;  "Items" summarizing i n d i v i d u a l  agency requests; ~ - 
i n fo rma t ion  packages ,conta in ing agency request, annual comprehensive p lans o f  programs, 
program updates, and r e l a t e d  corresporxlence; r e s u l t s  o f  surveys; and approval memoranda. 

AKiilVR 
m M E N l  SEEVICES DMnM 

Fileisarranged: c h r o n o l o g i c a l l y  by  month. 1 RECEIVED . 
8. Monthly Reference Rate 

One to six months old 

twenty-five months and older 7 
9. Annual Rate of Accumulation of Remrdr 

Letter-size drawers ; Legakize drawers ;Shelves ;Other (specify) 2 hc 

How often are records referred to which are: 

; Seven to twelve months old : Thirteen to twenty-four months old 
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? 
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ES 

X 

mfl&ddv p&%&~y W r  g-&#?.fl@lor recorded in a summarized report? 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. !Statute of h i t a t i o n  ~- ~~~ - years. -~ years. 
c. Federal law years. f. Federal retention instructions years. 

Attach mpy or exert of laws or regulations. Explain administrative need. 

e. ~Admminrativeked -- ~~ a ~ ~ ~ - 

Office reference requirements are three years for program monitoring purposes. 

~ 

NO 10. Questionnaire (Place an "X" in the proper mlumn) 
a. Is this the official mpy of the series? 

If  not. where is it? 

b. D o e s  the series mntain mnfidential information requiring security handling? If  yes, cite law or regulation. X 

. .  
2. Approved Disposition Instructions This ageney recommends that the file series be cut off at  the end of each:~ 

0 Calendar Year; d( Fiscal Ye&; 0 Other 
, . 
then. 

U Hold in the current files area month(s) ' . year(s); then 
0 Transfer to local holding area; hold 
.O Transfer to State Recnrds Center; hold 
0 Destroy. 
dl Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeark); then 
year(s); then 

These instructions apply to al l  prior and future accumulations of the series. 

A State Records Committee (Signature) Date 
3emmmendations in oara- I I A I , I  

raph 12 are approved. State Auditorlhsignee 4 /dh ?4 ! 

7f disapproved. attach letter 
if expiamtion.) Secretary of StatelLlesignee 

Attorney GenerallDesignee 
5-50-71, Rw.76 (R~MIY side) ~ 


